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BASIC REQUIREMENTS FOR NPS OUTGOING LOANS 
 
 

Outgoing loans must further the NPS mission of preservation, education, and research. 
 
You may loan objects to: 
 
• educational, cultural, or scientific institutions 
 
• service-providing organizations, such as conservation labs or exhibit preparation firms 
 
• NPS centers and non-NPS repositories for collections management 
 
Loans to private individuals are prohibited. 
 
Make sure that the borrower can insure, secure, and transport loaned objects properly. 
 
All loans must have a specific termination date.  Limit repository loans to 10 years with a renewal 
option.  Limit all other loans to 3 years or less. 
 
Enter all loans into ANCS+.  Print the loan forms from ANCS+. 
 
Record condition for all objects in a loan.  Recording object condition for loans to repositories is 
optional. 
 
Complete an Outgoing Loan Agreement, Form 10-127 Rev. for all loans, and attach the Conditions for 
Outgoing Loans, Form 10-127a. 
 
The superintendent must approve all loans and sign the loan agreement. 
 
Store all loan documents in an optional loan folder or the accession folder. 
 
Track loans by ending date or loan extension date.
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CHAPTER 5:  OUTGOING LOANS 
 
A. Overview 

  

 
1. Why does the National 

Park Service make 
outgoing loans? 

Outgoing loans of museum collections further the National Park Service 
(NPS) mission of preservation, education,and research.  Parks also make 
outgoing loans to repositories for the purposes of long-term collections 
management and storage.  Outgoing loans give borrowers temporary 
custody, not title. 

 
2. Who must follow this 

chapter? 
The staff person responsible for the museum collection must follow this 
chapter when loaning museum objects.  These procedures ensure that the 
collections are appropriately managed and that the NPS and the borrower 
are legally protected.   

B. General Information on 
Loans  

1. For what purposes may I 
lend museum objects?  

You may lend objects from the park museum collection for purposes such as 
 
• exhibition 
 
• research 
 
• scientific or exhibit preparation  
 
• analysis 
 
• photography 
 
• conservation or other requested services  
 
• long-term collections management and storage 

 
2. How long may I lend 

museum objects? 
If you are lending... Limit the loan to... 
to NPS and non-NPS repositories 10 years 
to any other institution or  3 years 
organization 
 
All loans must have a specific termination date.  If a borrower requests an 
extension, you may grant it if you follow Section F.3 in this chapter. 
 
Repository loans remain at the designated repository until you ask for them 
back, but you must renew them every ten years.  The repository must return 
the loan if it is unable to meet the terms of the agreement. 

  

Refer to Chapter 2, Accessioning, in this handbook for procedures on 
incoming loans. 
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3. To whom may I lend 
museum objects? 

You may lend museum objects to several different types of recipients: 
 
• educational, cultural, or scientific institutions (for example, NPS park 

museums, non-NPS museums, historical societies, universities, research 
institutions, and other organizations) 
 

• service-providing organizations (for example, NPS and non-NPS 
conservation and analytical laboratories or exhibit preparation firms or 
contractors providing these services) 
 

• NPS centers for collections management (including cataloging and 
storage) 
 

• non-NPS repositories for collections management (including cataloging 
and storage) 
 

• other NPS divisions, offices, and units 

 
 
4. Must I catalog objects 

before lending them?  

 
Catalog the following objects before you lend them: 
 
• objects lent for exhibit or exhibit preparation 

 
• objects lent for research or analysis (if you don't catalog them, at least 

document them adequately—for example, in a field specimen log) 
 

• objects lent for photography or conservation (if items need conservation 
treatment for identification purposes, document these objects 
adequately—for example, in a field specimen log) 
 

• objects lent to repositories, unless the purpose of the loan includes 
cataloging    

 
5. Who makes the loan? As the staff person responsible for the museum collection, you must review 

all potential loans and make recommendations to the superintendent. 

 
Once the superintendent approves the loan, you make all arrangements. 
 
Consult the regional/support office (SO) curator before making loans to 
repositories.  Some regions may have a regional mandate to send 
archeological or natural history collections to a specific repository. 
 
For loans to non-NPS repositories, send an informational copy of the loan 
agreement to the regional/SO curator. 

You may not lend museum objects to private individuals. 
 

The superintendent approves or disapproves all loans. 
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6. How do I document a loan? You must use the Outgoing Loan Agreement, Form 10-127 Rev. (Figure 

5.3) to document loans.  Attach the Conditions for Outgoing Loans, Form 
10-127a (Figure 5.4) to the agreement.  The outgoing loan agreement is a 
formal, legal agreement that transfers custody for a specific period of time. 
This agreement protects both parties by specifying the conditions of the 
loan. 
 
Refer to Section D in this chapter for more information on the outgoing loan 
agreement. 

  
C. Outgoing Loan 

Considerations 
 

  
1. May I make third-party 

loans? 
No.  The NPS doesn’t permit third party loans.  You may lend only the 
objects the museum owns. 
 
Your superintendent may grant NPS repositories blanket approval to make 
third party loans for routine conservation or research.  Note this authority in 
the additional loan conditions section of the loan agreement. 
 
Your superintendent may grant NPS conservation treatment facilities the 
authority to initiate third party loans for contract conservation treatment.  
Note this authority in the additional loan conditions section of the loan 
agreement. 

  
2. Are there special 

procedures for loans 
between parks? 

Your park as the lender must follow the outgoing loan procedures in this 
chapter.   
 
If your park is the borrower: 
 
• treat the loan as an incoming loan 

 
• use the lending park's outgoing loan agreement in place of an incoming 

loan agreement 
 

• follow all other incoming documentation procedures as outlined in 
Chapter 2 of this handbook 
 

• place the accession number assigned to the incoming loan on the 
lender's outgoing loan form 
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3. Do I need a special 
agreement for loans to non-
NPS repositories? 

No.  Use the Outgoing Loan Agreement, Form 10-127 Rev. (Figure 5.3) to 
cover the objects on loan to the non-NPS repository.   
 
 

If… Then… 
 

you are paying the repository in addition to the loan agreement,  
for collections management you’ll need a contract for the services. 
services,     
 
the park will have a sub- you may need to have a   
stantial involvement in the cooperative agreement. 
collections management 
activities, such as park staff 
on site assisting the repository, 

 
 

 Refer to Director’s Order #20: Agreements for information on cooperative 
agreements. 

  
4. Must I inventory objects on 

outgoing loan?  
Yes.  Objects on loan are subject to NPS inventory procedures as outlined in 
Chapter 4.  During the first year of a loan, the loan agreement serves as 
verification for inventory purposes.  After the first year, the borrower must 
make objects available for you to inventory.  The borrower may verify in 
writing or by phone the presence and condition of objects in your inventory. 
 
In addition to inventory, all loans should include a regular monitoring 
schedule. 

  
5. Are objects on loan subject 

to NPS collections 
management policies? 

Objects on loan remain subject to NPS museum management policies.  
Federal policies and mandates governing NPS museum collections take 
precedence over state and local laws and regulations. 
 
Non-NPS repositories must meet National Park Service standards for 
management of museum collections.  These standards are outlined in the 
NPS Museum Handbook, Part I (MH-I) and this handbook.  Standards for 
storage of federal archeological objects are outlined in 36 CFR Part 79 
“Curation of Federally Owned and Administered Archeological 
Collections.”  Systematic collections must remain intact. 
 
Non-federal repositories must give you information each year for the park’s 
Collections Management Report (CMR).  Refer to Section VIII of Chapter 4 
in this handbook for information on non-federal repositories and the CMR. 

  
6. Where do I get the forms 

for making outgoing loans? 
Use ANCS+ to print blank or completed outgoing loan forms.  Use acid-free 
paper to print the forms. 
 
Acid-free paper is available from the Supply and Equipment Program of the 
Museum Management Program (MMP), National Center for Cultural 
Resources. 

 
7. What are some things to 

consider before making a 
loan?  

Consider loan requests on a case-by-case basis.  Be consistent by setting up 
written park-specific guidelines for using the collection.  Use the following 
questions to help you determine whether a loan serves the public interest. 
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• Can the borrower meet the conditions of the outgoing loan agreement?  

 
• Does the loan provide greater public, scholarly, and research access to 

the park's museum collection? 
 

• Has the borrower asked to handle objects during lectures or 
demonstrations?  The superintendent must approve the request in 
writing and include any necessary instructions (for example, special 
handling techniques).   
 

• Is the loan being requested for entertainment or social events (for 
example, tables used for cocktail parties)?  Decline any such request. 
 

• Will you be able to monitor the loan? 
 

• Can the object withstand travel?  Does it need any special handling, 
packing and shipping?  If there are questions about an object’s stability, 
get advice from a conservator. 
 

• Is the object one of a kind or otherwise so significant that it should not 
leave your park?  
 

• Is the object subject to any restrictions that might prevent a loan?   
 

• Have you consulted with affected groups? 
  

8. Are there special 
requirements for loaning 
threatened and endangered 
species? 

Yes.  There are special requirements for loans outside the U.S.  You don’t 
need a permit to loan threatened or endangered species across state lines.  
You do need an export permit to loan threatened or endangered species 
outside the U.S.  Depending on the species, you must contact the Fish and 
Wildlife Service or the National Marine Fisheries Service for a permit.   
You’ll also need to get an import permit to cover the loan return. 
 
For information on permits, contact: 
 
 Fish and Wildlife Service 
 Office of Management Authority 
 4401 North Fairfax Drive 
 Room 430 
 Arlington, VA  22203 
 800-358-2104 

  
9. Must I require insurance for 

outgoing loans to U.S. 
Government agencies? 

No.  Waive the insurance requirement for outgoing loans to U.S. 
Government agencies and bureaus (other than the Smithsonian Institution). 
The U.S. Government is self-insured.  The Smithsonian Institution will 
insure your objects on their insurance policy. 
 
To cover any loss to the park, add the following statement under Additional 
Loan Conditions on the loan agreement:  
 
“The borrower is responsible for any damage or loss and must reimburse the 
National Park Service for the cost of conservation, replacement, or 
reduction in value.” 
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10. Should I require non-federal 

borrowers to insure the 
objects in an outgoing loan? 

Insurance is negotiable. You should require insurance for most outgoing 
loans.  The borrower should give you a certificate of insurance that names 
the park as an additional insured. 
 
You are responsible for updating the value of the objects on loan, if 
necessary, for insurance purposes. 

  
11. Should I require non-NPS 

conservators to have 
insurance? 

Many conservators carry insurance.  As part of the contract, you can require 
conservators to cover the cost of insurance while an object is in their care. 

  
D. Documenting Loans 

 

  
You are responsible for documenting the loan transaction to ensure 
accountability for the objects.  You, as the lender, must maintain all the 
original documentation. 
 
For an overall view of the loan process, refer to Flow Chart Figure 5.1. 

 
1. Loan Requests and 

Consultations 
Loans are requested and arranged in advance.  You may send a sample loan 
agreement and conditions to a potential borrower.   
 
If a NPS repository provides you with written procedures for loans, follow 
them.   
 
If your park has a collections advisory committee, have it review the 
potential loan.  You may also want to consult with the regional/SO curator 
before negotiating a loan.   

  
2. Facility Reports You must be sure that a borrower can adequately care for the loan.  You 

may request the borrowing institution to provide written evidence that it can 
insure, secure, and transport loaned objects properly.  You may ask for a 
facility report before approval of a loan.  A facility report allows you to 
determine the risk of lending an object.  A facility report is advisable for 
loans of controlled property or other sensitive material.  The Registrar’s 
Committee of the American Association of Museums publishes a standard 
facility report.  You may get a copy from the MMP, National Center for 
Cultural Resources. 
 
Waive facility reports for NPS repositories and NPS conservation-treatment 
facilities.   
 
As part of the loan, you may require non-NPS repositories to complete the 
NPS Checklist for Preservation and Protection of Museum Collections.  Use 
a paper copy of the Checklist not the automated version.  Don’t enter the 
data in ANCS+. 
 
You can print a blank copy of the Checklist from ANCS+. 
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3. Condition Reports and 
Photographs 

You may want to complete an object condition report to document an 
object's condition before you lend it.  Send a copy of this report to the 
borrower and use it on return of the object to check its condition.  The 
Object Condition Report, Form 10-637 (Figure 5.6) in this chapter is 
optional.  You may report condition on Form 10-637 or a park-specific 
document. 
 
Note:  ANCS+ will complete part of Form 10-637 using the condition data 
from the catalog record.  Refer to Chapter 5 in the ANCS+ User Manual for 
information on which fields map to the form.  
 
If you don't use an object condition report, note each object’s condition on 
the list of objects that you attach to the loan agreement. 
 
You don’t need to do an object condition report for loans to repositories. 
 

 
 
 
 

 
 
 

 
4. ANCS+ Loans Out 

Associated Module 
Enter the loan in the ANCS+ Loans Out associated module.  This module 
allows you to track the loan, print all loan forms, and attach loan 
information to the catalog records.  Refer to Section IV in Chapter 4 of the 
ANCS+ User Manual for information on using the module.  Use of this 
module is essential for keeping your annual Collections Management Report 
(CMR) accurate. 

  
5. Loan Number Give each loan a number and put that number on every loan document.  A 

loan number has three parts: 
 
• L (indicates outgoing loan) 

 
• calendar year (four digits indicating the calendar year, such as 1995) 

 
• outgoing loan transaction number (sequential transaction number within 

the calendar year, such as 12 for the twelfth outgoing loan transaction in 
the calendar year) 

 
For example, L.1995.2 means the second loan made in calendar year 1995. 

  
6. Loan Agreement  Loan Agreement 

You must complete an Outgoing Loan Agreement, Form 10-127 Rev. 
(Figure 5.3), for all outgoing loans.  You cannot substitute a non-NPS form 
for Form 10-127.  The loan agreement includes: 
 
• a detailed list of objects in the loan 

 
• the purpose for the loan 

 
• starting and ending dates 

 
• the addresses and contact names for both parties 

You should photograph all objects you lend except for loans to 
repositories. 
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• a credit line 

 
• your responsibilities and the borrower's  

 
• conditions of physical care 

 
• shipping and handling information 

 
• insurance information 

 
• specific conditions concerning the loan 
 
You can print a completed outgoing loan agreement from ANCS+.  Print 
two copies of the agreement on acid-free paper. 
 
Your superintendent and the borrower must agree to the loan conditions and 
sign the form before the loan occurs.  Some institutions have incoming loan 
forms that the superintendent must sign.  In the case of conflict between the 
two forms, the lender’s form (Form 10-127 Rev.) controls. 

  
 
 
 

 As a service to your park, an NPS repository may prepare the loan 
agreement for your superintendent to sign. 

  
7. Attachments to the Loan 

Agreement 
Attach a list of objects and the conditions for the loan to the loan agreement. 
 
List of Objects 
For loans involving several objects, attach a List of Objects, Form 10-417 
(Figure 5.5) to the loan agreement.  You may create a park-specific 
document to use in place of Form 10-417.  The list, which serves as an 
inventory of objects on loan, should include: 
 
• catalog number 

 
• accession number 

 
• item count or quantity 

 
• object name 

 
• description 

 
• condition 

 
• value (if appropriate) 

 
• space for comment 
 
 
 
 

See Figure 5.2 for instructions on completing and sending the 
outgoing loan agreement. 
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For loans to repositories, you may use a field or laboratory inventory instead 
of a list of objects.  You don't have to include value for loans to repositories. 
 
Note:  You can print a completed List of Objects, Form 10-417 (Figure 5.5) 
from ANCS+. 
 

 Conditions 
Attach the Conditions for Outgoing Loans, Form 10-127a (Figure 5.4) to the 
loan agreement or cooperative agreement.  If additional conditions are 
necessary, note them in the additional loan conditions section of the 
outgoing loan agreement.  Additional conditions include requirements such 
as special restrictions on light levels. 

  
8. Signing the Loan Agreement The superintendent and the borrowing official are responsible for meeting 

the terms of the loan agreement. 
 
Your superintendent signs two copies of the loan agreement and sends them 
(with attachments) to the borrower.  The borrower signs both copies, returns 
one copy to the park, and keeps the other copy. 
 
For loans to repositories, the repository chief or institution director must 
sign the loan agreement.   
 
For loans to non-NPS repositories, send an informational copy of the loan 
agreement to the regional/SO curator. 

  
9. Loan Folder or Accession 

Folder 
Store all documents generated by the loan in an acid-free, straight (full) tab 
cut folder, or in an accession folder.  Whatever folder you choose, use it 
consistently.  Refer to Chapter 2 in this handbook for information on the 
accession folder. 
 
Outgoing Loan Folder  
• Store all original documents associated with a loan in this folder.  Mark 

the loan number in the upper left corner of the folder and the 
termination date in the upper right corner of the folder.   

 
• Insert the optional Outgoing Loan Folder Cover Sheet, Form 10-640 

(Figure 5.7).  Print this form from ANCS+ on acid-free paper. 
 

• File the folder by loan number or termination date.  
 

• Store the folder in a separate, marked section of your accession filing 
cabinet.   
 

• Copies of the loan agreement may be added to the catalog or accession 
folder.  
 

• Keep the folder and contents after the loan ends. 
 
 
 
 
 
 
Accession Folder 
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• File all original paperwork for the loan in the accession folder. 
 

• If multiple accessions are involved, file the original paperwork in the 
accession folder of the lowest accession number.  

 
File copies of the loan agreement in each subsequent accession folder. 

  
10. Additional Documentation Update the Object Status, Status Date, and Location fields in ANCS+ to 

show what objects are on loan. 
 
Complete a temporary removal slip for all objects on loan, except for 
repository loans.  Place the removal slip in the object location noted on the 
ANCS+ catalog record. 
 
Note:  Your annual CMR includes the number of outgoing loans and the 
number of items on loan. 

  
E. Processing Loans  
 You are responsible for processing the loan.  This may include: 

 
• arranging for conservation work (you may arrange with the borrower to 

cover conservation costs) 
 

• making sure that objects are safe for travel 
 

• making sure that there is insurance coverage, if required 
 

• coordinating packing and shipping arrangements 
 

• completing any additional paperwork 
 
The borrower is responsible for loan-related expenses, unless otherwise 
arranged in advance.  If the loan is for the benefit of the park, such as a loan 
for conservation or photography, the park pays the cost. 

  
1. Insurance See that non-NPS borrowers get their own insurance coverage.   They 

should give you a certificate of insurance that names the park as an 
additional insured, unless you waive the insurance requirement. 

  
 
 
 
 

 Refer to Section VII in Chapter 4 of this handbook for information about 
insurance policies. 

  
2. Packing Make sure that all objects are packed securely and adequately.  Use 

professional packing and shipping companies if you lack the training, 
facilities, or materials to pack museum objects. 
 
 
 
Pack and label containers according to the MH-I, Chapter 6.  If non-NPS 
staff do the packing, oversee the work.  The borrower should keep the 

Insurance requirements are waived for all loans to NPS parks, NPS 
repositories, and NPS conservation facilities. 
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original packing materials, if possible.  The borrower packs the objects for 
return in the same way they arrived or improves the packing. 
 
Enclose an inventory of objects and a return address in each container.  
Include the catalog number and condition of each object or enclose 
condition reports.  Also include any special instructions for unpacking and 
repacking.  Under separate cover send a copy of the inventory. 

  
 
 
 
 
 

3. Shipping Don’t ship the objects until you have a signed loan agreement from the 
borrower. 
 
The borrower arranges the shipping with your approval and pays all 
shipping costs.  You may arrange for shipping and charge shipping costs to 
the borrower. 
 
A shipping list is useful to the borrower and the shipping company.  Don’t 
put monetary values or historical information on shipping lists.  You may 
use the postal system to mail certain objects that are sturdy and within the 
specified size limits.  Use certified or registered mail with a return receipt 
requested.  Don’t use the postal system for items of high intrinsic or 
monetary value. 

 
 
 
 
 

 
 
 
 
 

 Refer to the MH-I, Chapter 6: Handling, Packing and Shipping Museum 
Objects. 

  
4. Receipt for Property Send a Receipt for Property (DI-105) to the borrower under separate cover.  

The borrower signs the receipt and returns one copy to you.  
 
A memo or electronic mail message may also be used to acknowledge 
receipt of objects. 

  
F. Tracking Loans  
 You are responsible for tracking all outgoing loans.  Keep up-to-date loan 

agreements for all outgoing loans. 
  
1. Loans in ANCS+ Use ANCS+ to track your loans by return date.  ANCS+ has all the required 

fields for loan data and allows you to sort your loan data by return date. 

Unless otherwise noted on the loan agreement, you pack the objects 
and provide the packing materials for loans to repositories and NPS 
conservation facilities. 

Unless otherwise agreed to in writing, you are responsible for 
shipping costs and the safe transportation of museum objects to 
repositories and NPS conservation facilities. 
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 Refer to Section IV of Chapter 4 in the ANCS+ User Manual for 
information on using the Loans Out associated module. 

  
2. Monitoring and Recall Track loans by date to ensure that you get objects back on time. 

 
Reserve the right to inspect the objects on loan at any time.  All loans should 
include a regular monitoring schedule. 
 
You may end a loan with 30 days notice to the borrower.  You may end a 
loan without notice if an object is at risk. 
 
The borrower must give at least 30 days written notice to cancel a loan 
before the termination date. 

  
3. Extensions Tell the borrower when a loan is coming due.  If the borrower requests a 

loan extension, review it and make a recommendation to the superintendent. 
 All loan extensions require the superintendent’s approval. 
 
Give an extension a specific ending date, not to exceed three years.  Loans 
to repositories may be extended for up to ten years per extension. 
 
You may ask the borrower to update the standard facility report when 
negotiating a loan extension. 
 
The borrower must extend insurance coverage, if applicable.  The borrower 
gives you a copy of the certificate of insurance for the extension period.  
The certificate of insurance must name the lending park as an additional 
insured.   
 
Prepare the loan extension documents.  Use either:  
 
• the optional Outgoing Loan Extension, Form 10-641 (Figure 5.8) 

 
• a memorandum to extend the loan   

 
• a new loan agreement, using the same loan number 
 
Note:  You can print a completed Outgoing Loan Extension, Form 10-641 
from ANCS+.  Print two copies of the extension form on acid-free paper. 
 
If a memorandum is used, it must include the same information and 
signatures as the loan extension form.  Keep the original loan number but 
update other data. 
 
The borrower should sign and return the extension document at least thirty 
days before the original termination date. 
 
The superintendent signs the extension document upon its return and sends a 
copy to the borrower.  Keep a copy with the loan documentation. 

  
4. Loan Termination If the borrower returns part of a loan before the ending date, note the return 

date on the outgoing loan agreement or in the comment column on the list of 
objects.  Continue to track partially returned loans until you have all objects 
back.  Keep the original loan number for tracking purposes.  
The loan transaction is complete when all objects in the loan have come 
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back to you  Examine the objects for any change in condition upon return of 
the loan.  Contact the borrower immediately if there are problems.  Record 
any changes in condition on the Object Condition Report Form 10-637 
(Figure 5.6) and the catalog record.  Change the location and object status 
on the catalog records. 
 
Your superintendent signs the loan agreement acknowledging receipt of all 
objects.  You then send a copy to the borrower.  The original stays in your 
park. 

  
G. Special Procedures for 

Lending Objects to 
Repositories 

 

  
1. Park Responsibilities Loans to repositories are made to manage collections or store them.  Consult 

with the regional/SO curator before sending objects to a NPS center or non-
NPS repository.  The superintendent should send a written request asking 
the center or repository to accept the  collection as an incoming loan.  The 
center or repository should respond in writing. 
 
In addition to the loan agreement, send the following with the objects you 
lend to a repository: 
 
Inventories 
For cataloged objects, provide an inventory or computer-generated list that 
includes catalog numbers, item quantification, object name, description, 
condition, and value (if appropriate). 
 
For uncataloged objects, include field or laboratory-level inventories, or 
both, provided by the investigator.  Produce an updated inventory when 
cataloging is completed.  Include field specimen numbers, NPS catalog 
numbers, item quantification, object name, description, condition, and value 
(if appropriate). 
 
Documentation 
Accession all objects in the loan. 
 
Provide copies of all appropriate documentation in the accession file, 
catalog folder, and any supplemental database.  Keep all original 
documentation on ownership. 
 
Include all associated records, such as field and lab records, maps, and 
photos, as defined in Appendix D of this handbook. 
 
Conservation 
Include a list of known conservation problems (for example, rust, mold, 
weak repairs).  Supply copies of object treatment reports or conservation 
surveys for any prior conservation treatment. 
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2. Repository Responsibilities If the repository is to catalog the objects, it must use ANCS+ or an export 
format compatible with ANCS+.  The repository must give the park 
electronic copies of catalog records.  Optional paper copies of catalog 
records can be printed at the National Catalog, Harpers Ferry, WV.  
 
The repository must place any information added to a natural history 
specimen label on a new label.  The old label is kept with the specimen. 
 
A complete inventory and all associated original documents must 
accompany returned loans. 

  
H. Special Procedures for 

Lending Objects to NPS 
Conservation Treatment 
Facilities 

 

  
1. Request for Treatment or 

Analysis 
You can make a request to a NPS conservation facility by e-mail, phone, or 
letter.  You no longer need to use the Object Treatment Request (OTR). 
Complete the loan agreement after the facility has reviewed and accepted 
your request. 

  
2. Exhibit Plans Exhibit projects often include many objects requiring treatment, mounting, 

or other exhibit preparation.  You and/or the conservator prepare a list of 
objects for conservation, mounting, or other exhibit preparation.  This list 
may be used in place of the List of Objects, Form 10-417 (Figure 5.5). 
 
You may send the objects in batches to the conservation treatment facility 
over time.  You and/or the conservator determine whether objects can 
withstand shipment.  Use a single loan agreement to cover all the shipments 
needed for an entire exhibit.  Document each shipment to and from the 
treatment facility with a receipt for property. 

  
3. Documentation Provide the facility with paper or electronic copies of catalog records for the 

objects. 
 
The NPS conservation facility provides you with copies of all reports of 
examination and treatment. 
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10-127a) for all outgoing loans. 

 
  
 
 



5:16 NPS Museum Handbook, Part II (2000) 

 
 

 
Request received from park or 
non-NPS institution (or park 

considers repository loan) 

  
Review and recommendation of 

loan by park curator or collections 
advisory committee 

  
  

Approved 
 

Review by Superintendent 
 

Not approved 

       
 Make insurance and packing and shipping 

arrangements with borrower 

   File information in relevant 
correspondence file or separate 

file for disapproved loans 
         
 Assign an outgoing loan number, 

and enter the loan in ANCS+ 
    

         
 Complete Outgoing Loan Agreement  

and attach conditions 
    

        
   

Yes 
 

Loan to repository? 
 

No 
 

        
    

 
 

Complete Object Condition Report 
(optional) or note condition  

on list of objects 
        

 

 

Superintendent and borrower 
sign the loan agreement 

  
Establish and file Outoing Loan Folder 

or file in Accession Folder 
  

Pack and ship objects including 
appropriate documentation and 

Receipt for Property or equivalent 

   

  
Borrower signs and returns  

Receipt for Property or equivalent 
  

Arrange loan extension or return 
  
Superintendent signs and returns a copy 

of the Outgoing Loan Agreement on 
return of loan 

  
Note the return of the loan in ANCS+ 

and on the catalog records 
 
 
 
  

 
Figure 5.1.  Flow Chart for Outgoing Loans 
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 INSTRUCTIONS FOR OUTOING LOAN AGREEMENT 
 
Outgoing Loan Number 

 
Enter the outgoing loan number.  Example:  L.1993.12. 
 L (outgoing loan indicator), 
 calendar year (four digits indicating the calendar year), 
 outgoing loan transaction number (sequential transaction number within the calendar   

year). 
 
Lender 

 
Enter the name of the park. 

  
Lender Address Enter the park’s street/box, city, state, zip code, telephone number, and FAX number. 
 
Lender Shipping Address  Enter the shipping address of the park, if it is different from the mailing address. 
 
Superintendent (Lending 
Park) 

Enter the name of the superintendent or center chief, for authorization and contact purposes. 

 
Borrower (Institution) Enter the name of the institution that is borrowing the material (for example, University of 

Arizona).  Indicate whether it is a NPS unit or a non-NPS institution. 
 
Borrower (Department) Enter the department or division of the borrowing institution (for example, Department of 

Anthropology), where applicable. 
 
Borrower Address Enter the borrower’s street/box, city, state, zip code, country (if outside USA), telephone 

number and FAX number. 
 
Borrower Shipping Address   Enter the shipping address of the borrower, if it is different from the mailing address. 
 
Responsible Official 
(Borrowing Institution) 

Enter the name and title of the responsible individual [or agent] of the borrowing institution 
(for example, G. A. Lindsay, Director). 

  
Purpose of Loan 

 
Indicate the purpose of the loan (exhibit, study, conservation, exhibit preparation, 
collections management, storage, or other).  If other, explain. 
 

Credit Line Record the credit line as it is to appear in exhibit graphics, publications, or other media. 
 
Objects in Loan List the objects in the loan.  Include the catalog number, accession number, object name, 

item count or quantification, description,  condition, and insurance value (if appropriate).  
For loans involving several objects, attach the List of Objects (Form 10-417) or a computer-
generated list.  
 

Initiation Date Record the date on which the agreement is to go into effect. 
 
Termination Date  Enter the termination date of the loan.  Loans to repositories cannot exceed ten years.  All 

other loans cannot exceed three years.   
 
Insurance Indicate whether the insurance will be waived or carried by the borrower.  Enter the name of 

the insurance company and the policy number.  Indicate if the certificate of insurance or 
waiver of subrogation has been received.  Refer to Chapter 4 of this handbook for 
information on insurance. 

 
Packing and Shipping Indicate who will be responsible for packing the objects.  Provide information on the 

method of shipping for sending and returning the loan.  If a shipping company is used, 
include the name, address, and phone number.  Indicate who will be responsible for 
shipping charges. 
 

Loan Conditions Indicate whether a facilities report is required.  Include any other additional conditions.  
Attach a copy of the Conditions for Outgoing Loans (Form 10-127a). 

 
Signature and Date Lines Enter the name of the superintendent and the borrowing official.  Both parties must sign and 

date the agreement.  The repository chief or institution director must sign the agreement for 
repository loans. 

 
Return Status (Partial or 
Complete) 

Indicate whether the entire loan has been returned.  If part of the loan has been returned, 
enter date of return for each object returned. 

 
Extension Information For extended loans, enter the new termination date. 
   
Return Signature Enter the name of the superintendent.  The superintendent must sign and date the agreement 

when the entire loan is returned. 
 
Sending and Returning the 
Loan Agreement 

The superintendent signs two copies of the loan agreement and sends them to the borrower.  
The borrower signs and returns one copy to the park and keeps the other signed copy.  The 
park does not release the objects until the signed agreement is received. 
 
On return of the entire loan, the superintendent signs and dates the original agreement and 
sends a copy to the borrower. 

  
 Figure.  5.2.  Instructions for Completing and Sending the Outgoing Loan Agreement 
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Figure 5.3a.  Outgoing Loan Agreement (Form 10-127 Rev.)
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 Figure 5.3b.  Outgoing Loan Agreement (Continued) (Form 10-127 Rev.) 
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Figure 5.5.  List of Objects (Form 10-417) [Optional]
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Figure 5.6.  Object Condition Report (Form 10-637) [Optional]
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Figure 5.7.  Outgoing Loan Folder Cover Sheet (Form 10-640) [Optional]
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Figure 5.8.  Outgoing Loan Extension (Form 10-641) [Optional]
 
 
 NPS Form 10-641 
 July 1995 


